








PICK-UP EVENT PREPARATION GUIDELINES, TIPS & CHECKLISTS 


Congratulations! You are one of only 125 official Fundred Collection Centers in the 
United States. This is a truly unique opportunity for you, your students, your school and 
your city to be part of this important creative collective action and have fun while 
making a significant contribution to the health of our environment and future 
generations. We thank you for your participation and commitment to this national 
endeavor. 


This package is to assist you in getting ready for your Fundred Dollar Bill Pick-Up. This 
is an opportunity to create your own special event as a celebration of all the artists and 
community members that contributed to the collection of Fundreds you have been 
holding. The following guidelines, tips and checklists will help you in making the most of 
your event. 


In this package you will find the following to assist you in planning your event: 


Oo 
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i) 


Preparation of the Fundreds for pick-up 

Outreach strategies for increasing Fundred contributions 
Event Planning 

Media and Press (before, during and after) 

Photo/Video Event Documentation 

Veggie Oil Preparation 


Post Pick-up Instructions 


The final section of this package is the Pick-Up Event Summary for you to 
complete and transmit back to the Fundred Team. This will be what we work 
with to coordinate your event. 


Oo 


Pick-Up Event Worksheet completed and transmitted to questions@fundred.org 


A NOTE ON EVENT PLANNING: 


Collection Centers are vital to the success of the Fundred project. Your pick-up event is 
an opportunity for City government and civic organizations to participate as well. 
Remember: you do not have to organize this event on your own; consider partnering 
with others in your community. Parent Teacher Organizations, the Chamber of 
Commerce, local Business and Neighborhood Associations, and the Mayor’s Office are 
examples of potential partners. The more participants you have working with you, the 
greater potential for media interest and impact to your community. 
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PREPARATION OF THE FUNDREDS DOLLAR BILLS FOR PICK-UP! 





In order for the Sous Terre Armored Truck to carry all the Fundreds on its route 
across the country, the Fundred Dollar Bills must be prepared for pick up in the 
manner outlined below. This will ensure that all the Fundreds are carried 
successfully to their destination in Washington D.C., and that your state and region 
is represented! 


Please read these directions carefully: 


1. Bundle the Fundreds in stacks of up to 100. 

2. If at all possible, preserve the school name, city and state listed on the 
bundle band. 

3. If Fundreds are sent to you without a bundle band please create one. Try to 
locate the information of the school, city and state of origin on the transmittal 
envelope and create a bundle band that includes this information. 

4. If no regional information is available, please note that they were “received” 
by you as an official Collection Center and your City/State. For example: 


75 Fundreds received by Collection Center X, Paris, TX 
5. Bundle Bands available on fundred.org under Get Involved > Start Here. 
Extra Credit! 

6. We feel it is important that all Fundred participants be acknowledged on our 
website. Your organization can help us achieve this goal by keeping track of 
all schools, community groups, etc. that deliver Fundreds to your Collection 
Center Please consider keeping a log and including it with the Fundreds 
when they are collected. 

On the day of pick-up, please have an accurate accounting of the number of bills that 
you are handing over. We will present you with a specially produced receipt in 
exchange for your creative cache! 

© Have all your Fundreds been counted? 

© Have all your Fundreds been bundled? 

© Start thinking about how you want to present them to the Fundred Team. Do 
you need a banker's box? Do you want the box embellished with your school 


name or other text/graphics? 


© Are you able to provide a list of participating schools? (optional) 
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INCREASING YOUR BOUNTY OF FUNDRED DOLLAR BILLS! 


The Sous Terre Armored Truck is coming to your state, city and school; it is coming 
to your doorstep! This is the time to increase participation in your region and 
increase the number of Fundreds in your vault. 


As mentioned above, you are one of 125 Fundred Collection Centers in the United 
States trusted with Fundred Dollar Bills. It is a privilege for us to honor your 
participation in the project and all the creative voices that you are representing. 
Now it is time for everyone in your city to know how cool your participation in the 
project is. Don’t let them miss the Armored Truck! 


©) Is your school principal briefed/or board of directors fully briefed 
and engaged with the project? 


© If your entire school is not yet involved, it is time to get Fundreds 
from your principal and the entire student body. 


© Involve your Parent Teacher Organization and Parent Volunteers. 
O Get environmental club, Honors Society, Art Honors Society out to 
the community and visiting your sister schools and other schools 
in the area to be sure that your entire district is invested when the 
truck rolls in! In fact, this is an event for the entire city so don’t let 
miss the opportunity or people may be disappointed. 
Let everyone in your area know they still have the opportunity to participate and join 


the fun. Your network extends beyond your classroom and school and is likely quite 
a bit larger than you think! 


Recommendations for outreach beyond the classroom: 
© Talk to green/environmental organizations in your area 


How about home school networks? 





0 
© Fundred is a good fit with service learning, tap their networks! 
0 


Contact colleges and universities in your area and enlist their participation. 
They have education, art education, community arts and communication arts 
departments who can reach out to their networks. 


O Many university sorority/fraternity organizations have philanthropic activities 
and we have found them to be interested in the Fundred project. Call one of 
the houses and let them know about Fundred. Perhaps suggesting a local 
universities-Fundred Greek Day? 


© Girl Scouts may be interested, especially since a girl scout badge is available 
(see Extra Fundred Fun under Get Involved_> More Resources at fundred.org) 
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Boy Scouts too! 


Boys & Girls Clubs of America or other after school programs 
Contact the YMCA and their education programs 
How about City Year? 


Can you put a special announcement on the homepage of your 
school/organization? How about for the city website? 


Reach out to other community groups or faith based organizations - let them 
know you can provide templates or contact fundred.org for templates on their 
behalf! 


How about the League of Woman Voters? After all, Fundred is about signing 
an important petition with your creativity. 


City Council, mayor, or local celebrities can help spread the word. 


Work with your local news outlets, including radio, TV, online blogs, local 
newspapers, school papers, social networking sites, etc. to get the word out 
in advance of the pick-up event. Local media is always interested in a story 
that involves children, education, environment and local engagement with 
national implications. See Press section below for more resources. 


Send an announcement for the pick-up event, and an invitation to participate, 
to your state art education association, state teachers association, and state/ 

local arts organizations. Get the project and your pick-up event listed in their 
calendars, newsletters, etc. Be sure to note that you will still be collecting bills 
to forward on even after the event, so it is not too late! 


How about your other associations, clubs and affiliations? Church? Sunday 
school? Book club? Art class? Request opportunities to present the project. 
Ask them to take 20 minutes to do their own Fundred. Inquire about people’s 
connections to other groups and media. 


Check out the Participating Schools/Organizations page on Fundred.org to see 
who else is involved in your region. Contact the schools for assistance with 
outreach and to invite them to your pick-up event! 


A smart University art teacher is asking each of his 500 students to contact 
their home town high schools to invite participation. 


Last but NOT least, send templates home with students to collect Fundreds 
from their families, friends, neighbors, local merchants, baby sitters, sports 
teams and other contacts and acquaintances. Ask each contact to return 
multiple Fundreds (perhaps 5 each?). 


A member of the Fundred Team will be contacting you prior to your event to discuss 
all of the above in greater detail. 
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EVENT PLANNING- MAKING THE PICK-UP EVENT YOUR OWN: 


We encourage your creativity in making this event unique to your Collection Center 
and your community. The following are a few examples of what others have done; 
we hope they will inspire your own creativity. Also, visit fundred.org galleries to see 
photos of previous events. 





Summary of 3 Events: 


1. A Regional Collaboration (Masur Museum, schools and civic leaders in 
Monroe, LA): The local school districts arranged transportation for 150 students to 
attend the event. Prior to the arrival of the armored truck and the Fundred Team, 
“money” themed songs played through loudspeakers. Chairs were provided for the 
students who were seated when the armored truck pulled up. A Master of 
Ceremonies and a community member dressed as Benjamin Franklin conducted the 
event. The Mayor of Monroe kicked off the welcome. Fundred Guards spoke, 
answered questions and demonstrated the veggie oil fueling. Fundred artworks were 
presented and photos were taken. As students boarded their school buses Mayor 
James Mayo shook each one of their hands! 


2. A Modest Approach (McDonough 32, Algiers, Louisiana): As the truck 
arrived, the art teacher, principal, assistant principal and selected art students from 
each grade level were excused from class to make their contribution of Fundreds on 
behalf of their fellow students. Each student dropped their Fundred bundle into the 
banker’s box held by the truck driver. Many pictures were taken, the Fundreds 
loaded into the truck, then the students stepped back to watch the truck drive off 
knowing their artworks are well-protected! 


3. High School and Civic Leaders (Morgan City High School, Morgan City, 
LA): The High School marching band played and hundreds of students waited 
outside as the truck pulled up with Fundred Guards. The high school drama club, 
dressed as soil scientists, preformed a mock “lead test” of the school grounds. 
Mayor Timothy Matte and Morgan City High School Administration congratulated the 
students and introduced the Fundred Guards. The guards talked Fundred, Paydirt, 
and veggie oil. After many students returned to classes, the Fundred Guards held a 
more focused group discussion with the chemistry and art students and MCHS 
administration. 
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RESOURCES TO CHOOSE FROM: 


The Event 

An event form is part of this package and we will need this from you in order to 
determine how the Fundred Team will participate in your event. The following will 
help get you thinking about the details of your event. We are making calls to each 
Collection Center contact to discuss your unique event but please feel free to contact 
us to bounce around an idea or two! To schedule a call contact: 


questions@fundred.org 


When? 
Your pick-up date has been scheduled and posted on fundred.org. If there is 
any confusion about the date please send us an email via 


questions@fundred.org. 


Who? 
* Invitees 
How inclusive will your event be? We say the more the merrier! 
Students and teachers from other schools? 
Parents? 
School Administration? 
Community Groups? 
City Council? 
Mayor? 
Local media outlets? 
Do you want to put an invitation in the community calendar of your local 
newspaper? Internet blasts? Send flyers home with students to invite 
parents? 
¢ Speakers 
o Will you have presentations? Speakers? Will you stage a formal hand-over 
from your Collection Center to the Fundreds Guards and/or Truck Driver? 
o Will you have V.I.P’s speaking such as your school principal? Student body 
president? Local Celebrities/Heroes? City Councilmember? Mayor? 


Oo 
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Where will the event be staged? Consider the Truck! 

o How do you want the truck to enter the event? 

o Where does the truck pull up and park? 

o Will the students be waiting to greet the truck as it arrives? Or will the truck be 
waiting to greet the students as they come out of their classrooms? Or is there 
some other scenario? This may depend on who your audience is. 


What will your event looks like? Event Staging 
e Pre-Event 
o Do you want to consider entertainment such as a school band, Second Line 
Parade, and/or other music? Any other entertainment or fun activities? 
o Do you want to include a Fundred Making Table for those who haven’t yet 
made a Fundred? 
o Do you want to do special welcome performance? Song? 


« The Set up 
o Do you need chairs for an audience or is it a more casual event? 
o Isa podium going to be helpful for speakers (if any)? 
o An audio system/microphone etc? 
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o What to do in case of rain? 


Presentation 

o How will the box of Fundreds be presented to the Fundred Truck? (e.g. will one or two 
students present a box? Will students personally drop Fundreds into a box held by a 
Fundred Guard? Will a few students bring bundles to deposit in a banker’s box?) 

o Do you want to allow time for the Fundred Guards to say a word of thanks to the 
student body and/or community? 

o Do you want a Q + A session w/ Guards? 

o Plan the departure-will the truck drive off w/ kids outside-do they have a chant, song, 
will they wave goodbye? 


Fundred Guards 


The armored truck is being driven across country by a professional driver. We will have 
special local Fundred Guards join in the pick-up events and festivities along the way. We 
encourage Fundred Guards at every pick-up event. You may choose to: 


© appoint local individuals to serve as Fundred Guards (i.e. friends, colleagues, 
drama club students, school principals, mayors, etc) (note: this could bea 
reward for students or volunteers!) 
or 

© ask us to provide/local Guards. We have volunteers who have expressed 
interest in certain cities and/or regions. 


o The Fundred Guard uniform basics (security shirt and ball cap) are provided by 
the project. 
o We have a template for guards/performance and props that include: 
o Guard chant and basic choreography (you may choose to follow or not) 
o Security Shovels props 
o Proclamation/speech 


DOCUMENTATION 


This event is going to be serious fun, and documentation of the event is worth thinking 
about in advance: 

o Video - many digital cameras are equipped with video capacity and these are 
easy to upload and share! 

o Still photography - try to get a few people to document and be sure to get their 
photos! 

o Professional photographer - perhaps your school/organization has a PR 
department, or a local photographer would volunteer their time for pro shots. 
We are happy to give photographers credit on our website and in any 
publications. 

o Follow up Documentation - Please submit a photo set of up to 15 photos 
of your choice. Select your top 3 for our immediate posting. Email 
photos + captions to questions@fundred.org. Please include captions, 
with name + grade of students, classes, visitors, etc. 

o Wewill have an interactive website that tracks the progress of the truck. We 
would love to have videos + written responses from you, your students, 
administration, mayor, etc. to post after the event. We will send instructions 
closer to your event. 
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PRESS 


Working with the media is an excellent way to promote your participation in Fundred 
and inspire others to get involved. See fundred.org Tips for Working with the 
Media page for details. Press is a good thing; this event will bring positive attention 
to your school. Plan to contact media 2-4 weeks in advance of your event to get 
them ready. A sample press release is included for your resources. Please 
personalize this for your community, your efforts, and with your event details. 


Remember you don’t have to organize this entire event on your 


own -— it should be a team effort. Your school district or Parent Teacher 
Organization may have a P.R./media manager that can support this effort. If you 
are partnering with a museum, university, chamber of commerce and/or Mayor’s 
office they most definitely have this resource. It is worth asking. 


And please keep us informed of your local press coverage! Send links to 
questions@fundred.org, and we would love a physical copy of local news articles. 


Originals or copies can be mailed to: 
Fundred Headquarters 

attn: Amanda Wiles 

1464 North Prieur Street 

New Orleans, LA 70116 
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POST PICK-UP FUNDRED COLLECTION AND PREPARATION 


It is very possible, perhaps inevitable, that even after your pick-up event, others in 
your state/region will hear about the project and want to contribute to Fundred and 
send their precious Fundreds to your Collection Center. Please continue to collect 
and bundle the Fundreds to keep them safe. We will continue the Fundred 
accounting requests on the 15"" of each month. 


In June 2010 we will do a final call for Fundreds and provide you with a FedEx 
account number for you to securely ship all completed Fundreds to a Washington 
D.C. Collection Center (yet to be determined). When you send the final FedEx 
package to us, we will ask for accounting of the additional Fundreds received by you 
(as all bills picked up will already be in the official count). 


If you would prefer to have your school/organization removed from the list after your 
pick-up event, please let us know 
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EVENT CHECK LIST 


Oo 


Oo 





Date and time of event 





Does your principal know about the Fundred and the event? 


Does your Parent Teacher Association know about Fundred and the event? 


Spreading the word: Have you reached out to organizations, city council, 
mayor, or local celebrities that can help spread the word? 


Have you asked your Parent Teacher Association and Parent Volunteers to 
help with Fundred outreach? 


Have you counted and bundled your Fundreds? 


How many Fundreds do you have right now: 


How many Fundreds do you anticipate by the pick-up date: 


Do you have a running list of participating schools? (extra credit) 


Invitation list for event 


Pre-event entertainment 


Is a Fundred Table appropriate at your event? 


Do you need chairs? A podium? Sound equipment? 


Who will be speaking at the event? Do you have an MC? Do you have VIPs? 


Has the truck choreography been thought out? 


Who will be the Fundred Guards? 


How will the event be documented? 


Has the local media been contacted? 2-4 weeks ahead? Day before? Day of 
event? 


Will you be contributing veggie oil? 
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VEGGIE OIL COLLECTION FOR USE IN THE ARMORED TRUCK 


As you know, the Sous Terre Armored Truck has been retrofitted to run on waste 
vegetable oil (“WVO”), and you can provide and contribute fuel for the truck’s journey to 
D.C.! 


Vegetable oil is used to fry many of today’s foods such as french fries and chicken 
fingers. This fryer oil gets old after it is used for some time and is drained out of 
industrial fryers located in the school cafeteria kitchens. This oil is usually disposed of 
by a service, but it can alternatively be used as a fuel source for diesel engines. In order 
to run properly in a diesel engine, the oil must be filtered free of all debris, and it must 
not be contaminated with water or chemicals. 


Ask your school cafeteria or local restaurants to donate their used oil for the armored 
truck. The best containers are the original jugs the oil came in — usually 4.5 gallon 
plastic jugs. Do not accept anything but fryer oil - no water, no soap, and no grease-trap 
material. It should look like maple syrup. 


A warm cube of WVO facilitates the settling of particles (food and water). Let the 
containers of oil sit in a warm room for at least two days, though a few weeks is better so 
that most of the large particles will settle out. You can also simply place your cubes on 
an electric blanket for a few hours. 


If you have collected veggie oil for us, GREAT! 

Note: up to 30 gallons of oil would be great because that will allow the truck to go 300 
miles. 

Let us know how much veggie oil you have collected so we know what to expect. 


We will accept the oil on the day of your pick-up event either as a demonstration for 
students (if you choose), or we can simply drive around to the location where the oil is 
stored to retrieve it. Be sure to not stir up the particles/water that has settled to the 
bottom of the container as the oil is brought out to the truck! 


The Fundred truck will have a special filtering capacity on board. We will pour 
your oil into our onboard holding tanks to get it clean enough to run the truck, 
then pump it into the veggie oil fuel tank. 


**Bonus Options 
* Bonus Option 1: Pre-Filtering the Oil 
If you want to help us by pre-filtering the oil here’s what we recommend: 
¢ Order the filter bag in advance. (See below) 
¢ Ask your cafeteria cook or a local fast food restaurant if they want to help by 


donating the used oil. 
e If your school has a woodshop then have them help with the simple lid. 
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Cleaning the used cooking oil: 


1. Find a large trash can, preferably one on wheels that can be temporarily 
designated for this project. Choose one that is as clean as possible. 

2. Clean the trash can and dry it completely so no water or sediment remains. 

3. Create a custom filtering lid that will sit on top of the trash can. 

a. This could be 1/2” plywood square 28” x 28” with a 6“ diameter hole cut in 
the center. 

b. Order a special bag filter from McMaster Carr company-line: 
http://www.mcmaster.com Look for “filter bag” Part No. 51595K61 
Polypropylene Felt Filter Bag 1 Micron, Trade Size 2, 7" Diameter X 32" 
Height 

4. Insert the filter bag into the custom lid that is sitting on the trash can. The bag is 
7“ diameter. The attached steel ring will keep it from falling through the 6” hole. 

5. Fryer oil is usually drained in the morning but confirm with your oil source. 
Typically the fryer is cut off at the end of the day leaving only the pilot light on 
under the oil. In the morning, the oil will be at about 100°F. Drain this oil into a 
medium to large container possibly in multiple loads and then pour this warm 
cooking oil through your custom filter, making sure not to over flow the filter. 

6. Repeat step five as many times as you are able to until the trash can is 3/4 of the 
way full. 

7. Do not let water or contamination enter the container, only used cooking oil. 
Store this container inside and cover with the original lid over the filtering lid 
when not in use. 

8. When the truck arrives, the Fundred Team will pump the clean oil out of your 
trash can directly in the Fundred truck’s converted diesel engine. The engine 
has a sophisticated heating system that allows it to burn used cooking oil as a 
fuel source. 


If you want to participate in this extension of the project and have questions, contact: 
Amanda @ 865-310-0532 


*Bonus Option 2: Bio-diesel Creation Project 


The armored truck runs on WVO as well as diesel. Of course, we have 2 separate fuel 
tanks! If your school chemistry class or any teacher wants to take on a bio-diesel 
creation project that will be another great contribution to Fundred! We certainly will be 
most grateful to run on your school-made bio-diesel brew. Please let us know if your 
school is taking this on as a project so we can expect it before the truck visits your 
school. 


Please notify the Fundred Team of your veggie oil intentions on the Event 
Worksheet. 
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FUNDRED PICK-UP EVENT WORKSHEET 
(This form is to be completed by Collection Center Contact and transmitted 
back to the Fundred Team at questions@fundred.org) 


Date of Pick-up: Time of Pick Up: 
Collection Center: City/State: 
Collection Center/Event Coordinator’s Name: 

Event Coordinator Cell Phone Number: 

EVENT DETAILS 


Audience 


1. How inclusive will your event be? Who will be invited to the event? 
e Students and teachers from other schools? 
¢ Parents? 
¢ Community Groups? 
¢ Local media outlets? 


2. Do you need chairs? A podium? An audio system/microphone etc? 


Fundreds: 


1. Anticipated Number of Fundreds: 


2. Will you have a Fundred Making Table for those who haven’t yet made 
a Fundred? 


3. In what manner will Fundreds be prepared for presentation to the 
Fundred Team? 


4. Will you be able to provide a list of participating schools? Please note 
that this is optional. 
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Pre-Event: 


1. What time will the actual event start? 


2. Will there be pre-event entertainment and if so, what will it be? 


Event Choreography: 
1. Please detail where the event will be physically staged: Where do you 


plan to have the truck pull up and park? (Please include campus map if 
it will be helpful resource for us) 


2. Will the students be waiting to greet the truck as it arrives? Or will the 
truck be parked, waiting to greet the students as they come out of the 
school? Or is there some other scenario? 


3. Are you planning a parade or performance as part of receiving the 
truck? If so, what are you planning? 


4. Will you have V.I.P speakers such as your school principal, student 
body president, members of City Council and/or Mayor? If so, what 
are the names of these individuals? 


5. Do you have volunteers to act as Fundred Guards or do you want us to 
arrange for guards? (note: this could be a reward for students or 
volunteers) 


Veggie Oil: 
1. Are you collecting veggie oil? If so, how many gallons? 


2. Will you be filtering in advance? 


Documentation 


1. Do you have a designated photographer? 


2. Do you anticipate media/press? 
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Please outline the event description/ itinerary: 
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